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PREFACE 



The InJiaiia Col lege- I.evel >hnpow,er Study is heiiii^ cuikiueted bv tliL^ InJiana 
Coimuissioa for Higher* liducat ion to provide manpower inl'onuat ion of value to- 
plaiiiiij)g at the postsecondary level. Factors involving hoth manpouvr supplv ' 
and demclnd are heing^invest igated, and ediKational aiul oecupational areas in 
which major suppjy/demand imbalances exist will be detemined. 

This. report deals with a sunx^' assessing the demand for legal assistants 
in Indiana. It was "detL\nuined that such a study would be of value after 
discussing the topic^witi) a number of individuals knowledgeable in the area 
and after conduct in.g a" review of related literature^ ^-----^^.^^ 

^ We would like to thank the Indimia Bar /Association for its help at various 
points in the conducting of the study. Thanks are alsr^owed to the many repre- 
sentatives of the Indiana law' firms who took the t'iine and effort to complete 
the study's quest ionnain>, . ' ' 

Uio IiiJiai)a College-Level Nkmpowcr Study is being conducted at the • 
Cbnimission through a gnmt from the Lilly lindowTuent. Tlie Commission wishes 
to express its appreqiat ion .to ''t^ie Lilly lindowment for'th>^s support. The » 
views expr;essed th this repeat are those of the authors ilnd not of the 



r laidowment , 
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HIGHLIGHTS 

I 

= luo-lhii\ls oi tiio lav. finns j>art; ic ipat in;:; in this study indicaU\i tfial thev 
.■.ouIj coii.-ivit/r iuriiu; a K^;ai :!ssistant if ^nich a [ktsou were* available, or 

''i t tru' iiniis \\\\w\\ had alivadv i-iiijvl o\vd a loi'al assistant, neaiiy tuo-third 
had t'-niiiJ tih- utilisation of le^^^al assistants to he a "hii^hly beneficial" 

'.'t !in:i- vi.i}>Ioy in^; hA^al assistants, sn!all-si.:ed linns as well as iart^e 
had i\ v^>:;iii :ed bi^nefits" fi\nu the eiu[)lo™ent of lej^^al assistants'. 

ik-'aivliiij. ;a*rl eivncv s cc:>nceni in;:; colleij;e degrees for legal assistants, S4 per- 
cnt vicued a Inichelor's degree in legal assisting as being "highly desfnible, 
l> rnuvt-nt viewed ar associate degree in legal assisting as "highly desirable, 
and M percent i)ffered this rating for a post-baccalaureatc degree in legal 
assisting;. . r^^ 

Two -thirds of the respondents agreed with a statement to the effect that 

• p. ' 

"effective use of legal assistants reditces the cost of legal services." 

The level of dciiiand for legal assistants in Indiana indicates the capacity 
for additional legal assistin.g degree programs in the state. 
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INTRODUCTION 

ihe importance of tiie emerging occuixition oi* legal assistant is being 
wiviely discusseJ l>v the legal profession and within colleges and universities. 

ihis study was undertaken because of the lack infomation concerning the 

> 

need for legal assistants and tlie apparent lack of postsecondary prognuus to 

■J ' 

iiKet a potentially large demand from students and employers in Indiana. 

rhe .\iuerican l^ar Association's Special Committee on Legal Assistants has 
ofUTod the following definition: ^ . - 

■ ■ • ■ \ 

Under the supervision and direction of».the lawyer, the legal 
assistant should be able. to apply -knowledge of law and legal 
procedures In rendering direct assistance to lam^^rs engaged 
iii legal research; ^design, .develop, or plan modi ficnt ions of 
new {)roceduret^, tecliniques,- services, processes or applications; 
prepare, or interpret legal documents and write detailed 
procedures for practicing in certain fields of law; select, 
compile, and use technical info niurt ion from such references 
as digests, encyclopedias, or practice manuals; mid analyze 
:^nd follow procedural problems that Involve independent 
dec is ions .1 -^^z 

Hiis definition is task-oriented, describing the legal assistant by citing 

what lie or she does, 'there is little evidence that legal assistants currently 

'jr in tile future should per fo nil those tasks contained within the definition. 

fhe ie^al assistant is geneially acknowledged to perfonu tasks related to 

tile [practice of law which lie somexvhere on a continuum of responsibility and 

trairing between those of the. legal secretary and the lawyer. Fhe tasks 

oriomed by the legal assistant depend primarily upon the education and 

training of the person, the preferences and attitudes of the employer, and the 

m 

nature of the business. The occupation is, therefore, difficult to define in 
teras of the tasks perfoniied. 

Because recognition oi the occupation of legal assistant is ([uite new, 
einplovTuent neeJ,s> in the area are iK^t easih' assessed. Some lawvers claim tnat 

1. ABA Special Coinmittee on Legal Assistants, Tjie Training and Use* of Le^il 
Assistants : A Status Report, p. 17. 
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the duties o{ a- legal assistant Jo not extend 'beyond tliose of a well-trained 

legal secretary while others contend that effective use of legal assistants 

will relieve the lawyer of numerous routine t^sks beyond legal secretarial 

duties and, in doing so, will reduce the costs of legal services. Many ^1 aw 

fims are waiting to see the direction the occupation will take before making 

decisions concerning the hiring of legal assistants, and few studies assessing 

the need- for personnel in the occui)ation have been conducted. 

• fiven if an dverall number of legal assistcmts who could be employed were 

known, it would still be difficult to relate this nuuber to education and 

training prognuiis. Some lawyers prefer to train their own legal assist:mts, 

' frequently by upgrading the skills of a legal secretary. Others might prefer 

graduates of college prognuiis in 'legal assisting at the associate, baccalaureate, 

♦ 

or post -baccalaureate levels, depending upon the nature of the tasks to be 
perfomed. Ikvause of this variety of employers' preferences, an overall 
niBiiber repre.-ent ing demand for legal assistants must still be related to 
levels of education to be meaningful in educational planning. 

Nationwide, mcuiy educational prognims in legal -assisting liave been 
implemented in recent years. In October, 1975, thp Merican Bar Association 
listed more than ISO institutions offering legal assistant education programs, 
most of them located in junior or coimmuiity colleges. The State of Indiana 
has two degree programs in legal assisting, each of which began in the fall of 
the 1975-76 acadcTiiic year and neither of which lias produced graduates as yet. 
Indiana Central University offers an associate degree in legal assisting and 
the University of livansville offers an associate degree in legal assisting and 
I bachelor Vs degree in legal adiuinistration. 

'k 'k "k ik ^ 

ERIC 



METHODOLOGY 



Representatives of tiie Indiana Bar Association and law school adininiS" 
tratt)rs were consulted and they expressed support and aided in. the conduct of 
tiiis study, riven those who indicated doubt that there was a real demand for 
•graduates of degree prognuas in legal assisting stated that a study of such 
demand could serve to limit the possible proliferation of programs in legal 
assisting/ j ^ ^ 

While conducting a review of the limited litt^rature related to the demand 
for and training of legal assistants, it beciime apparent tha.t a niamber of 
CinKorn^^ in addition to the demand for legal assistants should be studied. 
;\iiiong tfiose were the degree to which finus currently employing legal assistants 
found this practice beneficial, the salary a beginning legal assistant might 
expect to receive, the most important job activities of a legal assistant, and 
the most important characteristics contributing to the employability of a 
legal assistant. A t[uest ionnaire (see Appendix A) was developed for distribution 
to Indiana's law firms. ^ 

Ihe Indiana Bar Association provided a listing of Indiai>a law fims.' 
liiere were approximately 900 such finiis, and a copy of the questionnaire was 
sent to each firu. 

A* k A- 
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FINDINGS 



A total of 511 responses to the mailings delivered to 887 finns were 
returned, representing a response rate of 58.7 percent. Seven of the res- 
l)ondents* quest ioima ires were inadequately or incorrectly completed, leaving a 
total of 504 usable returns. Table 1 depicts the usable responses to the 
ciuestioimaire, Considered by the sizejof the responding law finn. 



TmAi 1: SURVliY RliSPOMM'S; BY SIZE OF lAW FII^l 





V 




Number'^ of 


• Number of. 


Percent of 


Lawyers 


Firms. Responding 


Firms Responding 


1-2. 


207 


41.1% 


3-5 


• 214- 


42.5 


6 or more 


80 


15.8 


Unidentifiabltj 


3 


0.6 


Total 


504 


100.0 



, Table 1 represents the size groupings of the- law finns responding to the 
questionnaire. >fost law finns in the state appear to be of small or moderate 
size with approximately forty percent of the responses from finns of one or 
tx^p lawyers, and about forty percent inore from firms of three to five lawyers.' 
(llie returns also indicated that, ampng the eighty firms including six or more, 
lawyers, fewer tlian twenty percent had more than teB lawyers.) 

There was no available information concerning the degree to which Indiana 
law firms are currently employing legal assistants.* In order to avoid confusio 
this question was invest igated^- by asking the respondents how, many a) full-tiine 
legal secretarifes, b) full -time 'legal assistants; and c) full-time personnel 
who combined the duties of these two occupat^ions, were represented in their 
firm. The rgsponses to this question are* reported in Table 2. 



TABLE 2: NUMBERS OF FULL-TIME LEGAL SECRET^\RIES AND LEGAL ASSISTANTS EMPLOYED, 



BY SIZE OF FIRM 









Size of Firm 




















■6 or more 








1-2 


lawyers 


3-5 


lawyers 


lawyers 


All 


Firms 




n 


% 


n 


% 


n 


% 


n 


% 


Legal secretaries 


) 


















14 


6.8% 


8 


3.7% 


1 


1.2% 


23 


4.6% 


1 


1 c\o 




26 


12.1 


0 


0.0 


128 


25 . 4 


2-3 


87 


42.0 


131 


61.2 


11 


13.4 


220 


45.5 


4-6 


4 


1.9 


48 


22.4 


39 


47.6 


91 


18.1 


Over 7 


0 


0.0 


1 


0.5 


31 


37.8 


32 


6.4 


Total 


207 


100.0 


214 


100. 0 


82 


100.0 


503 


100.0 


Legal assistants ^ 


















n 


1 Q7 




190 


88.8 


53 


,64.6 » 


440 


87.5 


1 


8 


3.9 


23 


10. 7 


17 


20,7 


48 


9.5 


2 


1 


0.5 


1 


0.5 


0 


7 . 3 


'8 


' 1.6 


More than 2 


1 


0 . 5"^' 


0 


0.0 


6. 


7.3 


7 


1.4 


Total 


207 


100.0 


214 


100.0 


82 


100.0 


503 


100.0 


Corabination of 
















* 


sec'y & leg.ass't 












• \ 






0 


189 


91.1 


173 


83.2 


65 


79.2 \ 


432 


85.9 


1 


13 


6.3 


18 


8.*4 


9 


11.0 


40 


8.0 


2 


4 


1.9 


11 


5.1 


3 


3:7 


18 


3.6 


More than 2 


1 


0.5 


7 


• 3.3 


5 


6.1 


13 


2.6 


Total 


207 


100.0 


214 


100.0 


82 


100.0 


503 


•100.0 



Table 2 represents the numbers of legal secretaries, legal assistants, and 
persons working in the combined duties of these two occupations, employed by the 
respondents' law firms. As might be expected, 95 percent of the firms rept)rted 
that they employed at least one person who functioned as a full-time legal 
secretary. However, only a little over twelve percent of the firms employed 
full-time legal assistants, while ^an additional fourteen percent reported that 
they employed at least one person who combined the duties of the two occupations. 
The larger the law office, the greater was the tendency to hire legal assistants, 
so that among firms of 1-2 law>^ers only five percent had a legal assistant, 
while over one third of the firms with six or more lawyers reported employing 
a full-time legal assistant. 

:fe A A A 

■ • ■ / ^ 
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The'a'e,s{X)ndeMt.s wore asked whether they agreed or disagreed with a number 
of statements related to the employ-ment of legal assistants. The responses to 
these ciuestions are presented in Tal)les 3-6, by whether or not the responding 
finii currently employs a legal assistant. 



LM^LI: 3: Vri-WS TOWARD 'nili STATHNIKOT" "A MfLK 
jVNY'nilNGA LHCAL ASSISTANT CM 1X3." 



X. 



SECRliim' CM DO ABOUT 



Vy^c of Firm 


Strongly 
Agree 
n % 


Agree' 
n % 


Disagree 
n % 


Strongly 
Disagree 
n % 


Firms employing legal 
assistant 


9 


14.5% 


19 30.6% 


27 43.5% 


7 11.3% 


Firms not employing 
legal assistant 


76 


17.6 


158 36.5 


"181 41.8 


18 4.2 


Total 


85 


17.2 


177 35.8 


208. 42.0 


25 5. 1 



In general, about half of the firms were in agreement with a statement 
to the effect that a good legal secretary can do about anything a legal 
i^^sistaat can do. Such a response indicates widespread doubt on the part of 
many law\'ers about the increased value of legal assistants over that of well- 
Trained legal secretaries. 

It is noteworthy that there appeared to be a tendency for more firms 
employing legal assistants to disagree with a statement to such an effect thcin 
;unong those not employing them but this difference was not statistically 
'"nificant., 



A" A 



ERIC 



^ 



-7- 



T.-\IiU: 4: VIBVS TOW.\RI) THE STA-nMiNT "HIRING OP li-GAL ASSISTANTS WILL RESULT 
. IN H:UT3R i-MPLO\mT OPPORllJNITIES FOR NEW 'L\W SQIOGL GRADUATES." 



Type of Firm 


Strongly 
Agree 
n % 


Agree 
n . Z 


Disagree 
n Z 


Strongly 

Disagree 

n . % 


• 

Firms employing legal 
dss is tant 


4 


6.32 


23 3(}.5Z 


W *-r / • /o 




Firms not employing 
legal assistant 


48 


11.3 


213 50.0 


147 34.5 


18 4.2 


lotal 


52 


10.6 


236 48.3 


• 177 36.2 


24 4.9 



Xearly sixty percent of the respondents felt that hiring of legal assistants 
will result in fewer ,emplo>nnent opportunities for new law school graduates. 
Ihe Jatci of Table 4 indicate tkit law firms employing legal assistants have 
sir:nif icantly less of a tendency to agree with such a statement, but even 
aiijori^^ tliese. fims, 43 percent of the l^espondents did agree that job openings 
for new lawyers would be reduced. ^Hie growth of this new occupation could 
Serve to increase the already serious problems faced by young lawyers as they 
seek- their first jobs in private law ^irms. ^ Clearly, most respondents felt 
that there was some overlap in the duties perfomed by legal assistants aiid 
new lau degree recipients and that this Qverlap could result in fewer openings 
for hei; inning K-;4al practitioners., 

e 

h 'k k 
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T.\l5l.li 5: VIBVS TOtoXRL) nili STATlMiNT "MAiW NDRE LAW FIRMS WILL BE USING LEGAL 
c-.VSSLS'I'A\TS IN nili NI:XT FEW YI-/\RS." 



lypti 6i Firm 


Strongly 
Agree 

n 7. 


Ag 
n 


ree 


Disagree 

n % 


Strongly 
Disagree 
n % 


asfiirftant 


20 


32 . 3Z 


39 


62. n 


3 4.8% 


0 0.0% 


Firms not employing 
legal assistant 


61 


14.7 


269 


65.0 


78 18.8 


6 1.4 


Total 


81 


17.0 


308 


64.7 


81 17.0 


6 1.3 



There Ls little doubt that the respondents viewed the occupation of legal 
assistant as a rapidly growing one.- Seventeen percent were- in strong agreement 
with a statement to the effect that niany more law firms will soon be employing 

r 

legal assistants, and an additic^al 65 percent expressed agreement with such a 
statement. It sliould also be notj}d that those firms currently employing legal 
assistants felt even more strongly tkm thDse not employing them that this is 
a rapidly growing occupation. 

^ -k it ^ 



T.-\iUJi 6: VIEWS 'TOW.W) im STATBBiNT "EFFECTIVE USE OF LEGAL ASSISTANTS 
RiiDUCES Tin: COST 'OF LEGM. SERVICES." 



J 

Type of Firm 


Strongly 
A^ree 


Agree 
n % 


Agree 
n % 


Strongly 
Disagree 
n %. 


Firms employ In'^ le'gal 












assistants 


22 


35.57 


35 56.5% 


4 6.5% 


1 1.6Z 


Firms not employ in;^ 












letvil assistants 


44 


10.9 


20^ 51.6 


128 31.8 


23 5.7- 


yy^tjii 


_66^ 


14.2 


243 52.3 


132 28.4 


24 5.2 



17 



I 



5 

'Hie data of Tablevb clearly indicate thatva majority of the law firms 

agreed with the belLei that effective use of Ic^gal assistants can reduce the 

cost ol legal services. This belief was more frequently and more strongly 

held by the respondents from firms which already employed legal assistants, as 

over one third of these respondents expressec^ strong agreement with such a 

W'atement, and only eight percent indicated disagreement. It would appear 

that legal assistants cim be a means of reducing the cost of legal services. 

' , ***** ^ 

riie resix)ndents from firms which do not currently anploy a full-time 
4cgal assistant were asked whether they would consider hiring a legal assistant 
if an appropriately trained person were available. The responses to this 
(.[uestion are presented in Table 7. 



TmE 7: F IRMS IVHIQl WOULD CONSIDBR HIRING U:GAL ASSISTMP, BY SIZE OF FIRM 









Size of 


Firm 










1-2 


lawyers 


3-5 


lawyers 


6+ 


lawyers 


Total 


Response 


n 


% 


n 


% 


n 


% 


n % 


Would consider 


68 


35 . 2Z 


69 


37.11 


29 


54 . 7% 


166 38.4% 


Undecided 


54 


28.0 


57 


30.6 


11 


20.8 


122 28.2 


Would not consider* 


71 


36.8 


60 


32.3 - 


13 


24.^ 


144 33.3 



^'Those responding that they would not consider employing a legal assistant 
were informed that they had completed the questionnaire- Subsequent tables, 
with the exception of Table 13, will not include these 144 respondents. 



Approximately forty percent of the respondents indicated that they would ^ 
consider hiring a legal assist^mt if an adequately trained person were avail- 
able, while an additional 28 percent were undecided in this regard. One third 
of the respondents were definitely not interested and would not consider 
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luring a legal assistant. It should also be noted(that there was a more 
^nusitive tendency toward considering the hiring of a legal assistant among 
larger firms than (unong the smaller. 

Since these resi>onses represent the companies which do not currently 
employ legal .assistants it is apparent that therp is a considerable interest 
among Indiana law fims in the occupation^' legal assistant, but that many 
remain undecided as^to whether their fii^ would profit from employing such a 
peri^on . 

V 

^ ^ * A :V A A , * 

' ) ' ■ • 
■ . ° / ^ ■ : 

, The respondents from firms which currontly employ legal assistants were 
asked the degree to which they felt the utilization of these people had been 
of ^advcintage to the company. 'Hie re^n^es to this quest^^^^ar^jeport'^ in 
Table 8. Because so few law firms in Indiana currently employ legal assistants, 
the numbey .of respondents to this quest io^ was necessarily low. 

TABLE 8: BLNaiFIT OF UTILIZING LEGAL ASSISTAOTS, BY SIZE OF FIRM 



Benefit 



Highly beneficial 

Beneficial 

Not beneficial 



n Size of Firm 

7 



1-2 lawyers 3-5 lawyers 6+ lawyers Total 
_n X, J ^ % n % n % 

7 77.8% . ;/l5 68.2% 16 57.1% 38 64.4% 

2 22.2 7 31.8 11 39.3 20 33.9 

0 0-0 0 0^ 0 1-' 3.6 1 1.7 



It Ls^apparent from the data o£ Table 8 that nearly all of the firms 
employing 'IWal Assistants have found their services to be beneficial to 
the firm, wil^hjiearly two-thirds finding these services to be "hi/hly 
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beiieFiciai/* It is of particular interest that the size of the firm did not 
affect the responses from the different size groupings to a statistically* 
significant level but it appeared that, if there was a difference, legal ♦ 
assistants were viewed as being most beneficial by respondents from small- 
sized fims. This contradicts the view of many practitioners that i^his 
occupation is only of major . importance tp large-sized firms. ^ ^ 

, . A ^: A ^: A 

* ^ y ' - ' 

9 

In considering manpower demand for an occupation it is ijnportant to know 
not only the number of people who might be employed in the occupation, but 
also the t>^es of education and training considered most desirable by potential 
employers.- For this reason the respondents were asked to rank the des if ability 
of a jiumber of education and training backgrounds for people seeking employment 
with their finn a^^ legal assist:ints. The responses tp this question are pre- 
sented in Table 9. 



imii 9: PRt:H:RRED EDUCATION AND TRAINING BACKGROUNDS 'FOR LEGAL ASSISTAN^fS 





Highly 






Would 


consider; 


Would not 


Education/Training 


desirable 


Desirable 


nat 


desirable 


be 


hired 


Program '* 


n 


% 


n 


% 


n 


' 1 


n 


% 


High school 'graduate 


28 


8. 5% 


44 


13.4% 


93 


28.4% 


163 


49.7% 


Legal secretary 


52 


15.7 


130 


39)2 


114 


34.3 


36 


1/.8 


Assoc. degree (not 


26 


8.0 


108 


33.3 


140 


43.2 


50 


15^4 


legal assisting) 


















Adioc. degree in 


142 


42,6 


148 


44.4 


35 


10.5 


8 


2.4 


le)^±5'assisting 


















Bach, degree (not 


n 


9.8 


134 


41-.0 


116 


35.5 


45 


13.8 


legal assisting) 


















Bach, degree in 


178 


'53.9 


81 


24 ."5 


49 


14.8 


22 


6.7 


legal assisting 


















Post.-bach. degree in 


136 


41.6 


105 


32. 1 


55 


16.8 


31 


9.5 


legal assisddng 



















( 



The respondent definitely were most rec?pti)/^^ to grfiduates of programs, 
either cit tUv associate, bachelor »s or post -baccalaureate leve^, di^rectly 
related to the training of individaals as legal assistants, Rkther than hire 
. graduates of gem^alist degree i)rognuus who might . require more on-the-job ' 
training, law finiis expressed a preference for hiring the recipients ""of degrees 
in legal assisting programs, , . 

llie level of degree preferred by the respondents varied widely, with a 

> 

majority indicating a bachelor* s in legal assisting to be highly desirable, 
4« (K^vcat vicwiih; the associate degree, and 42 percent a po.st -baccalaureate 
dejuve to he liighly desirable. I'he wide variety of education Jind traininji. 
backgrounds considered to be desirable is indicative of the fact that there 4s 
\ery little agreement as to the nature of the 0(;cupation and the requirements 
oi k'.i;al assistants ;miong Indiana *s law>XM-s, 

f A A A ^; A 



There has been a. great deal of debate concerning what are imd what shoulil 
be the activities of a legal assistant,1^t^6 were concerned with the views of 
Indiana's law finus concerning this problem, A lii^ of potential activities 
of legal assistants developed by the ^\merican Bar Association was adopted for 
use h\ this survey and respondents were asked to estimate the potential 
importaiKe of each activity for a legal assistant withrtheir firm, 

.\nalysis of differences between law firms which do and do not currently 
emido;* legal assistants was also of interest regarding this question. Such an 
aaalvsis provides a better picture of how the expectations of those not 
employing legal assist:nits compared with the actual experiences of those who 
do ^.riipii/^ t heij, ^ Hie respcnises to this question are presented in Table 10, 
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The/Jata presented in Table 10 provide material of value in understanding 
, the imiiortanee oi" numerou.s duties and activities which may be undertalcen by 
leiial assistants, In'goncral, there seemed to be aiu'eement on the part 'of 
the respondents that leL^al assistants' mo$t important activities involved typos 
i>r work khich mi^ht well reciui re specific training beyond that of the average 
iev;al secretary. Such activities included preparing probate inventories and 
inheritance and I-Vderal estate t;L\ returns, searching and checking public 
records, indexing documents and preparing digests, conductijig investigations, 
and shepardi^ing. Some law finns^-^ilso attributed major unportance to activities 
which liiight be conliidered clerical in nature. However, it appears that most 
ot the respondents viewed ^l^egal assistants as taking on duties and responsibi- 
litres bevond those ot clerical personnel. 

The data of Table 10 should prove of value to law finus in their utilization 
oi legal assistants and help colleges and universities in developing programs 
whicii will best meet the needs of potential employers. 

:k ^ ,^ -k A' 

r. 

I ' _ 

Respondents were asked to indicate their views toward the relative 
importance of a nipber of personal fact^ors which might be taken into account 
in the hiring of an individual as a legal assistant, lire findings from this 
Huestioii should be of value in curriculimi planning, and also of concern to 
yoim.u people interested in preparing thcmselve? to work as legal assistants. 
I'iie responses are i)resented in Table 11. 
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iAiUi> 11: iNlimmCi; OF FALTOilS mKl:N 4NT0 ACCOUNT IN 'nil: HIRING OF 

miM Assis^i'Axrs 



High 
importance 



>k)cierate 



Low 



Of no 



importance importance concern 





n 


'} 




n 


7 


r 


n 


% 


n 


% 


Anility to understand legal 


















r 




terminology and procedures 


305 


•88. 


2% 


34 


9. 


8% 


6 


1.7% 


1 


0.3% 


Understanding of the legal 






















proi'.ess 


268 


77. 


5 


69 


19. 


9 


9 


2.6 


0 


Q~..0 


V.'riting skills 


234 


68. 


4 


95 


27. 


8- 


10 


2.9 


3 


0^9 


Interest in people^ 


222 


64. 


9 


106 


31. 


0 


12 


3.5 


2 


0.6 


intent to make career as 






















le.^al asrfVt 


197 


57. 


1 


120 


34.8 


18 


5.2° 


10 


2.9 


At.' least some college or 






















voc. sehool 


185 


54. 


3 


111 


32. 


6 


27 


7-9 


18 


5.3 


Interviewing skills 


179 


52. 




117 


34. 


0 


39 


11.3 


.9 


2.6 


Faeility In speakinj^ 


163 


47. 


I 


154 


44. 


5 


25 


7.2 


4 


1.2 


l.e:4al se'cretary exper ienc-i6i 


64 


18. 




125 


36. 


2 


95 


27.5 


61 


17.7" 


Kuin/ledge of bookkeeping 


63 


18. 




>v 116 


33. 


9 


116 


33.9 


47 


13.7 


Su4-ret;>r ial skills 


63 


18. 


3 


\ll4 


33. 


0 


104 


80. 1 


64 


18.6 



Ihc data of labit 11 indicate that theru arc a number of characterijstics 
hi ich cm contribute significantly to the employability of a potential legal . 
^L'>si staiit . • .\iU':)nL; those most important are factors relating to the understand- 
"iuil lei;al teniiiuology, procedures and processes, and factors such as witing 
ski lis, interest in people, the intent to pursue a career- as a legal assistant, 
postscCi.>ndary educational training, and intervieiving and speaking skills. 

liV.' data also provide further evidence that the respondents drew a definite 
distinction between the legal assistant and the legiil secretary. Characteris- 
tics sucii as legal secretarial exper.ience, a knowledge of bookkeeping, and 
secretarial skills were found to be least, important of those listed.. 

vt *Ji 

ihv responwit'uts wcax^ asked what they estimated ivould be the initial 
.niiarv !:nu;o of Ic'V'il assistants with their fims. Fhe responses to this 
lUi'.tT i^ni .iro prvsoiited in Table 12. 
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mni: 12: .WICIPATED STMTING S/U^ARIHS OI-' U-GM >\SSISTANTS, 
BY SIZii OF FIRM 



Salary R ange 



$fj,000 or loss 
$6,001 to $7,300 
$7,501 to $9,000 
$'i,90I tr $11,000 
SI 1,001 or above 



Size of Firm 



1-2 lawyers 



n 



3-5 lawyers 6+ lawyers 
n % n Z 



25 
45 
44 
16 
0 



19.2% 
34.6 
33.8" 
12.3 
0.0 



22 
44 
59 
24 
0 



14.8% 
29. 5 
39.6 
16. 1 
0.0 



2 
12 
39 
12 

2 



■3.07. 
17.9 
58.2 
17.9 
3.0 



Total 



49 14.2% 

101 29.2 

142 41.0 

52 15.0 

2 0.6 , 



More than forty percent of the^respondents expected that the startine, 
salarv of a k'i;al assistant with the'lr law firm v/ould be bet\^feen $7,501 and 
Si»,0t)(), with 43 percent falling below this range and sixteen percent respond- 
in;j, thove it. I'ho data clearly indicate that there is a tendency for larger 
firnis, more aften located in urban areas, to ])ay higher salaries than small 

I'r * * * 

, Tho critical factor in assessing the need for personnel in an emerging 
'Kcupat ion is act the mere hiterest in the field but in the actual number of 
per.T>ic whu ,nighl: hired to the occupation over a period of tuue.\ IVe asked 
tilt- resptHideiits whether they actually^ anticipated seeking a legal as^i^stant 
within the next four vears. 'Ihe responses to this ciuestion are presented in 
Tal>le 13. 



TAi>Li: 13: h\lV FIRVLS hXPIicrriNG TO ShliK A IJ-G/M. iVSSlSmT WliHIX ilUi \IIXY 
FOUR YI:Ai«, BY SIZE OP FIRM 



Kxpectatian 



Si^e of Firm 

^ - ■ ■ -i^ j t ■ ■ — ' ■ ...^-^^ 

i--^ iawyer.^ 3-5 lawyers 6+ lawyers Total 

- n 7 n 7 



.Ant Lcipatt' seekine legal 

assistant j 
Do not anticipate seeking; li6 3^1,3' 91 

le;.^al assistant" 
Undecided I 62 3 0. 1 71 34.0 19 23.2 



28 13.6/' 4 7 22.5?: 3fS 43. 9Z 
43.5 27 32.9 



Jlncludes those recorded in Tab l^Y as luivin-' indicated nc^ interest 
hirini; a legal assistant. , . ' ' 



111 22.3; 
234 47.1 
152 30.6 
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Nearly one i(uarter of all the resi^ondents" cuiticipated seeking at least 
one legal assistant over the next four years. Approximately 31 percent were 
still undecided concerning this matter and 47 percent indicated that they 
definitely did not expect 'to seek a legal assistant. Overall, a sizable 
luinority of law (inns appeared to be ready to employ legal assistants, with an 
even larger minority as yet undecided. • . ' 4 

A ^ ^ :h 



TAHU: 11:1 ;RUS liXPiiCTING TO HIM: UiCLU iXSSISlAYK IN INDIANA, 
liXTIUPOIAn-l)^ BY I^LGION^^ 



1. 


■ 1 


2 


3 




4 








Respondents 


Total 






Total nuij^ber Number of expecting to hire hire 


idvt'T'ii'nn 1 i^t*i /in 




01 firms 


survey respondents 


legal ass't 


n 


% of Column 1 


Orte 


122 


Cr 62 


18 


35 


28.6 


Two 


66 


31 


5 


11 


16.7 


Three 


90 


53 


12 


20 


22.2 


Four 


48 ■ 


27 


7 


12 


25.0 


Five 


42 


22 


4 


& 


19.0 


Six 


78 


46 


5 


8 


10.3 


Seven 


30 


16 


2 


4 


13.3 




262 


147 


41 


73 


27.9 


Nine 


26 


15 


2 


3 


11.5 


Tt-n 


23 




1 


3 


13.0 


El even 


21 


14 


3 


5 


:'.3.8. 


fwflve 


17 


9 


2 


4 


-23.5 


Thirteen 


62 


41 


6 


9 


14.5 


Fourteen 


27 


14 


3 


6 


22.2 


Total 


914 


504 


111 


202 


22.1 


'*For each 


Region, extrapolation is calculated 


by tne method 






Column 1 


X Column 3 - 


Column 4 








Co 1 uiDn 2 












"-For lUcip 


of Indiana' 


s- Planning and Develupmei 


lL Regions, see 


Figure 


1, Page 19. 


iabl 


e 14 represents an extrapolation, by 


Region, of all 


of Indiajia's listed 


lav; finiis 


which mii;ht 


currently expect to hire 


a legal assistajit within the next 


fei» vear*s 


As can 


seen, tlie i^reatest actual demand for legal assistants 



ueuld api)ear !ie across the northeni third of the state and in Region 8, 
wind) is t!ie Indianapolis area. 
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SUMMARY AND CONCLUSIONS 

It is apparent that tho greatest interest in the hiring of legal assistants 
currently exists in larger finns which are generally located in urban areas. 
Numerous respondents from smaller firms comnented that they sup|X)rted the 
CiMicept of legal assistants . taking minor routine duties from the lawyers them- 
selves, but that such a practice would be economical only in a, larger firm 
whore an assistant could serve a number of lawyers. However, as was noted in 
Table 8 above, small firms also perceive themselves as realizing benefits from 
the utili::ation of legal assistants once they make the ccmitment to hiring 
them. 

If half of those who report themselves undecided concerning the hiring of 
a legal assistant within four years decide to do so, approximately forty 
percent of the law fims in Indiana may soon be seeking legal assistants. 
With approximately nine hundred such firms listed, there may be a demand for 
as many as one hmidred legal assistants per year within Indiana for a number 
of years. Beyond such a short-range assessment, the demand for legal assistants 
will depend upon such factors as further acceptance by the legal profession 
and the average number of years a legal assistant stays in his/her job, 

Hducational preferences of law firms for the people they hire as legal 
assistants vary, IVliere some will seek individuals with a bachelor's or 
higher degrees, other will seek associate degree recipients, and some will 
probably continue to upgrade the skills of legal secretaries to those of legal 
assistants by means of on-the-job training, >^ 

Tables 15 and 14 indicate tkit there is a genuine demand for legal assistants 
which could support additional educational programs within the state. However, 
the newness of this occupational field should dictate a cautious expansion of 
progr^uns until experience on job placement is gained. 
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DR. RICHARD D. GtBB 
COMMISSIONER 



Deai^ S4.r/Madam: 

The Indiana Commission for Higher Educati 
agency responsible for the coordination o 
secondary education institutions in the s 
charged to take the private institutions' 
account in its planning. The Conmiission 
conducting a college- level manpower study 
the Lilly Endowment, in an effort to acqu 
information of value in program planning, 
objectives of this study is to assess sta 
for people trained in certain occupations 
postsecondary education. 



on is a state 
f public post- 
tate, and is 

resources into 
is^currently 
, funded by 
ire up-to-date 

One of the 
tewide demand 

related to 



The occupation of legal assistant is one for which very 
little manpower demand data are available. We do not 
know the degree to which law firms in Indiana would like 
to employ legal assistants or the level and type of 
education and training prefer-red for entrants to this 
occupation. In order to acquire these types of data we 
are conducting a questionnaire survey of a large number 
of Indiana's law firms. 



The enclosed questionnaire has been developed with the 
cooperation of the Indiana State Bar Association. The 
findings of the study should be important in the 
development of this occupation in Indiana. 

In order for the findings of the study to be reliable, 
a high rate of response to the questionnaire is of 
crucial importance. It should take no more than fifteen 
minutes of your time to complete the questionnaire and 
your responses will be greatly appreciated. Would you 
please complete thC'^ questionnaire and return it in the 
enclosed stamped, self -addressed envelope within one week. 

Thank you for 'your cooperation. 




DEMAND FOR LEGAL ASSISTANTS IN INDIANA 



ihis studv'acals with LIGAL A^S^SISTANTS as distinguished from LIGAL SECRETARIES. 
Yhv Mvv'wan Bar xXssociat ioii'Sptvial Coiimiittee on Legal Assistants has defined this 
vKXHipation as follows: 

llHik': i'hc 5ufvn'<5<i?>i and diii'ction of^ tli^ ioliw^^ the ^ec?af assistant 
slwtu d be abii' to aiyHij knoiKiCi\igi\ cf^ i'tW and (ugal proacdu^cs in 
'iendi'iinii i/<icot assibtance tv laL\)iji'is emjacjccf a.h h\gal mseoAch; design, 
ii«.'i\'fep, el f(an modi {^Icat ions aai? piocddfiAcs, tualmiquiKS , scAviccs, 
P^ikWSSk'S v'l appi^ications; pnepann oh. inti'ApheX legaX doctanQnts and 
ii'*iitc dctxiiCcd piccx'du^iiib f^cn piactiaing in certain {fields o^^ Zaii); 
seik'ct, oi'mpuc, and a5<' ft»r/uueaf infiOnmation (^nom .tack ie($eicac(?6 as 
digests, K'Hcucicpihiias ox practice, manuals; and analyze and {^ollaiv 
p'locxdu^iai' p'lcbiims that invoive independent decisions. 

ihe lt'5;al stvretaiy, on the other hand, is defined as follows: 

Tlii' iegai sec'ieta'iij sliouLi be prepared to take dittation [machine and/ oh. 
thi'ithand) ; p'tepaie ^ee and disbuxsement statements; phepa^e apphopnAxite 
documents; teej' books and -leMfids; and seMve as receptionist. 



i. [iow many individuals are employed full-time in your firm at this 
location in each of the following occupations? 

a. I'ul 1 - 1 ime lawyer 

b. 1-ull-time legal secretary 

c. full-time legal assistant 

d. (lomhi nation of duties of b and e above 

e. <Uher ispecltyl 



IMeasc indicate the extent to which you agree with each of the 
tOlIowing statements by circling thd appropriate number. 



a. A good legal secretary can 
do about anything a legal 
a.ssistant can do. 



Strongly 
Agree 

1 



Agree Disagree 
2 3 



Strongly 
Disagree 



h. Hiring of legal assj'stant.s 
will result in fewer employment 
opportunities for new law school 
graduates. 

c. Many more law firms will be 
using legal assistants in the 
next few years. 

d. effective use of legal 
assistants reduces the cost 
o f 1 ega 1 se rv i cos . 



ERIC 



If you do not currently employ a full-time legal assistant, please answer question 5. 
If v-ou do employ at least one full-time legal assistant, please answer question 4. 
All respondents then continue with question 5. 



i-Vould you consider hiriiu', a lei^al assistant if an appropriately trained 
])t^rsi)n were available? 



Ves (continue to question S) 
Undecided (continue to question S ) 

No ( Thank you» You have comp 1 eted t he (jues t i onua i re . Please return 
it to us in tlie enclosed envelopej. 

In ^uMieral,, our firm has found the utili::ation of let',al assistants to be 

a. hit;hly beneficial 

b. beirrficial 

c. not beneficial v • 



How desirable do you consider each of the following educational or 
tr?iinini; backi^rounds for a person seekint; employment with your firm 

Please rate each background from 1 to 4 according 



as 
to 



a legal as-sistant? 
the, following code: 



1 ^ highly desiralile 

2 ~ desirable 

3 - wou 1 d cons ider , but not 

4 = would not be hired with 



rea 1 ly desirable 
this background 



a. A high scIr.)ol graduate for whom you would provide training* 

b. A legal secretary whom you would train, 

c. An associate (two-year college] degree' rec ip i ent (not in 

legal ass ist ing) for whom you would provide, training. 

d. A gradulite of a two-year college program in legal assLsting. 

e. A bachelor's degree recipient (not in legal assisting) for 

whom you would j)rovide ti;aining, 
i. A graduat'6 oi^ a four-year college program in lef,al assisting, 
g. A graduate of a post - bacca 1 aurea t e prog rcun in legal assisting 

of one year or less in duration. 



In the (potential) activities of a legal assistant witli vour firm, 
how important do you consider each of the following tasks? Please 
rate each task from I to, 4 according to the following code: 

I h i g h i m p o r t a nc e 

J '-^ moderate imtKH'tance 

l> " 1 nw import anc e ' ' 

4 = would not perform, this task 



Tvpc 

Ma i nt a i n 1 aw 1 
Sot i f V c I i en t s 
Do office f i i i 
Prepare briefs 
Docket 

ira 1 n in^n.i t tor 
Prepa re o f f ice 
Operate oft ice 
Appea r for c 1 i 
Search and che 
Contact cl lent 
Prepare fee f, 

Stat emen ts 
Dra ft s wills, 
Plan ins.ta 1 lat 

office iiuichi 
Prepa re proba t 

i nher i tance 

tax returns 



i bra ry 

of act ions taken 
ng 

and plead ings 

ru-y staff 
memo randa 
macliines, 
eiit in court 
ck publ ic records 

for in format ion 
d i sbur semeiit 

deeds and trus-ts 
ion r, opera t i on o 1 
nery 

e i nventor i es 1^ 
Ti F.edera 1 estate 



Notify clients of ap'proaching 



dead 1 i nes 
Serve papers 

V lie mot i ons 

Shepa rdi::e 

Hire. I] supervise nonattorney staff 

Tax work ' 

Compi le select 

I ndex documents 

Conduct i ni t I'a 1 

c 1 i ent s 
Ta ke die tat ion 
I nvest i ga t i ons 

Develop implement office procedure 

i le papers 
^Recept ion ist 

Make arrangements for hearings and 

depos i t ions 



c i ta t i ons 
prepare digests 
interviews witli 



Please indicate your opinion concerning the importance of each of 
the following characteristics of an applicant for a position as a 
legal assistant with your firm by r^ating each characteristic from 
1 to 4 according to the following scale: 

1 = high importance 

2 = moderate importance 

3 = low importance 

4 = of no concern 

Ability to understand legal terminology and procedures 

Interviewing ski 1 Is 

__Knowledge of bookkeeping 

At least some college or vocational school 

Intent to make a career as a legal assistant 

Facility in speaking 

Legal secretary experience ^^'^ 
^Interest in people 

Writing skills 

^Understanding of the legal process - . 

^Secretarial skills 

What do you estimate to be the initial startiflg salary range of a 
legal assistant with your firm? 



a. SbyOOO/year or less 

b. $^001-$7 , 500/year 
, c. $7,501-$9,000/year 

JlZ^l- $9, 001-$11 , 000/year 

e. More than $ll,000/year 

Do you anticipate seeking a legal assistant within the next four 
years? 

Yes 

No . ' . 

Undecided 



If *'Yes**, how many do you hope to hire? 
Ge no ra I Comm.e n t s : 



If you would like to receive a copy of the findings of this survey, 
include your name and add^ress below. 



ime 



Address 



Thcink.you for completing this questionnaire. Please return it to us promptly in 
the enclosed, stamped, self -addressed envelope. 



Office Use Only 



